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Reasonable Accommodation Procedures
1. Purpose of the procedure
The purpose of this procedure is to inform college staff and students of the arrangements that exist for the support that is available for students who may have learning support.  
2. Scope/to whom it applies

The procedure applies in particular to those who have responsibility for the admissions, academic and pastoral care of students.  

3. Procedure details
3.1. Students with particular requirements when taking an examination should inform their subject teacher, who will inform the Class Teacher.
3.2
The Class Teacher should inform the Learning Support Co-Ordinator, Disability Officer and Examinations Section
A. Confirmation of a potential candidate’s needs will be made and the appropriate evidence gained to meet awarding body requirements.  These requests will be made to the Examinations Section. 

B. Information on a candidate’s particular needs will be presented to the Examinations Section (See Form A3 Special Accommodation).  This will take place when registering candidates for the award or examination.  If a candidate’s needs are not identified until later, the Examinations Section will endeavour to put arrangements in place to support the candidate

C. On receipt of a request to meet a candidate’s particular requirements the Examinations Section will use the appropriate awarding body guidance documents and procedures to gain awarding body consent to special arrangements  

D. The Examinations Section will inform the candidate of special arrangements prior to the examination.

4. Monitoring Process

This procedure is monitored on an on-going basis by the Learning Support Co-Ordinator and Disability Officer who produce an annual report for Senior Management.

5. Associated documents

Form A3 Special Accommodation
Awarding body regulations for dealing with candidates with particular requirements


